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Cowbridge (Ancient Borough) with Llanblethian Town Council
Compassionate Leave Policy
1. Purpose
The purpose of this policy is to provide guidance on the provision of compassionate leave for employees of Cowbridge with Llanblethian Town Council. The Council recognises that employees may need to take time off work to deal with difficult personal circumstances, such as the death or serious illness of a close relative or loved one.

2. Eligibility
All employees of Cowbridge with Llanblethian Town Council, regardless of their length of service, are eligible to request compassionate leave.

3. Definition of Compassionate Leave
Compassionate leave is time off granted to an employee to deal with the death or serious illness of a close relative or to manage other exceptional personal circumstances.
For the purposes of this policy, a close relative is defined as:
Spouse, civil partner, or cohabiting partner
Parent or parent-in-law
Child, stepchild, or foster child
Sibling
Grandparent or grandchild
Any other person who lives in the same household as the employee (but not an employee, tenant, lodger, or boarder).

4. Duration of Compassionate Leave
Bereavement Leave: In the event of the death of a close relative, an employee may be granted up to 5 days of paid compassionate leave. In exceptional circumstances, this may be extended at the discretion of the Town Clerk or the Chair of the Council.
Serious Illness: In the case of a close relative suffering from a serious illness or injury, an employee may be granted up to 3 days of paid leave. Further leave may be granted as unpaid or annual leave, subject to approval.
Other Circumstances: Compassionate leave for other exceptional circumstances will be considered on a case-by-case basis.

5. Application for Compassionate Leave
Employees should notify the Chief Executive Officer/Town Clerk as soon as possible if they need to take compassionate leave. The employee should provide details of the reason for the leave and the expected duration.

6. Payment During Compassionate Leave
Compassionate leave will be paid at the employee's normal rate of pay. In circumstances where extended leave is granted beyond the initial period, the additional leave may be unpaid or deducted from the employee’s annual leave entitlement.

7. Return to Work
Employees should keep in regular contact with the Chief Executive Officer/Town Clerk during their leave and confirm their intended return to work date as soon as possible.

8. Confidentiality
All matters related to compassionate leave requests will be handled with the utmost confidentiality. Only those directly involved in approving and managing the leave will have access to the details.

9. Review of Policy
This policy will be reviewed annually or in response to changes in relevant legislation or council needs.

Page 2 of 2

image1.png
Be kind

Bydowoh yn garedig




